MONTANA

Election Judge Training

Montana Secretary of State

Linda McCulloch
Elections and Government Services Division

sos.mt.gov  soselections@mt.gov Updated October 2013



mailto:soselections@mt.gov

MONTANA

Montana Election Judge Training

« Every year, election administrators across the U.S. train more
than 1.4 million citizens to serve as election judges.

* On Election Day, a citizen’s right to cast a vote and have the
vote count can rest in the hands of THE ELECTION

JUDGES !

There are few jobs as critical to our democracy
as the job of election judge.

Montana Secretary of State Linda McCulloch



MONTANA

Montana Election Judge Training

Election Judges and CHANGE

 There are not many jobs that go through as much
change as the job of election judge.

 Election judges must be aware of changes in the law
or rules, and must be in compliance with changes.

Montana Secretary of State Linda McCulloch
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Montana Election Judge Training

Each Montana county election administrator must train
potential election judges before the primary election
In even-numbered years.

 Detailed training is included in the Election Judge Handbook
and in the Uniform Voting System Guide.
 Uniform training ensures uniform instruction and therefore

uniform procedures at polling places and ensures that all voters in
Montana receive uniform assistance and instruction.

Montana Secretary of State Linda McCulloch


http://www.sos.mt.gov/elections/Officials/Forms/Voting_System_and_Security_Forms/Uniform_Voting_System_Procedures.pdf
http://www.google.com/imgres?imgurl=http://www.laurel.k12.mt.us/cms/lib04/MT01001085/centricity/domain/204/train.gif&imgrefurl=http://www.laurel.k12.mt.us/domain/204&h=300&w=300&sz=31&tbnid=N0No83rrbndKLM:&tbnh=91&tbnw=91&zoom=1&usg=__SiVHxMGJ00zAVXlnCgcYGcU0a_g=&docid=x9ukVhttp://www.sos.mt.gov/elections/Officials/Forms/Voting_System_and_Security_Forms/Uniform_Voting_System_Procedures.pdf
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Montana Election Judge Training

Training for Election Judges

« Each election judge must attend training provided by
the county election office each even year before the
primary election.

 Each election judge must be provided with a copy of
the Secretary of State’s Election Judge Handbook.

« Each applicable election judge should be provided with
a copy of the Secretary of State’s Uniform Voting
Systems Guide, or an equivalent publication from the
county election office.

Montana Secretary of State Linda McCulloch


http://www.sos.mt.gov/elections/Officials/Forms/Election_Judge_Forms/2012_Election_Judge_Handbook.pdf
http://www.sos.mt.gov/elections/Officials/2012/Handouts/UniformVotingSystemProcedures2.6.2012.pdf
http://www.sos.mt.gov/elections/Officials/2012/Handouts/UniformVotingSystemProcedures2.6.2012.pdf
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Montana Election Judge Training

Training for Election Judges

* This training presentation is provided to supplement
local training, the Election Judge Handbook, and the
Uniform Voting Systems Guide.

 This training takes approximately one hour to complete
and includes a quiz at the end.

 Election judges are encouraged to review this training
presentation before each statewide primary and
statewide general election.

 Questions or suggestions for this training may be
submitted to: soselections@mt.gov

Montana Secretary of State Linda McCulloch


http://www.sos.mt.gov/elections/Officials/Forms/Election_Judge_Forms/2012_Election_Judge_Handbook.pdf
http://www.sos.mt.gov/elections/Officials/2012/Handouts/UniformVotingSystemProcedures2.6.2012.pdf
mailto:soselections@mt.gov
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Montana Election Judge Training

Election Judge Training Is divided into several categories:

1. Before Polls Open 5. General Counting Procedures
2. Election Day 6. Hand-Counting Ballots
3. Disability Assistance 7. Machine Tabulating
4. Closing the Polls 8. Special Situations

Montana Secretary of State Linda McCulloch
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Montana Election Judge Training

1. BEFORE
POLLS OPEN

=

Montana Secretary of State Linda McCulloch
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Montana Election Judge Training

Before Polls Open

 Chief election judges may be required to pick up
supplies at the election office before going to the
polls.

» Judges shall meet at the polling place at the time
specified by the election administrator, allowing for
sufficient time to organize supplies, put up Warning
Notices and Voting Instructions, and set up
equipment (if not already done).

Montana Secretary of State Linda McCulloch
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Montana Election Judge Training

Before Polls Open

 Judges must subscribe to the official oath (located

In the poll book).
 Chief election judges will be sworn in by the

election administrator when they pick up supplies,

or judges may administer the oath to each oth
* The chief election judge or another sworn juc

er.
ge can

swear In all other judges In their precinct at the

polling place.

10
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http://www.sos.mt.gov/elections/Officials/Forms/index.asp#Judge
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Montana Election Judge Training

Before Polls Open

* Check the supplies using the checklist provided by
the election administrator (a sample supply
checklist is also In the Election Judge Handbook).

 Call the Elections office immediately if you are
missing any supplies.
» Check the voting equipment, make sure it Is set-up,
plugged In, properly sealed, and ready for use.

11
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http://www.sos.mt.gov/elections/Officials/Forms/Election_Judge_Forms/2012_Election_Judge_Handbook.pdf
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Montana Election Judge Training

Before Polls Open

» Check ballots to make sure that they are the
correct ballots for your precinct.

« Chief Judge or Ballot Judge will verify Ballot
Certification Report with ballots delivered to
polling place and will verify and update the ballot
seal log and the voting system seal log.

 Notify the Election Administrator immediately
If number of ballots delivered does not match the
number on Ballot Certification Report.

12
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http://www.sos.mt.gov/elections/Officials/Forms/index.asp#Reconciliation
http://www.sos.mt.gov/elections/Officials/Forms/index.asp#Reconciliation
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Ballot and
Media Chain of
Custody and
Security Seal
Log (first page)

This form must
be used to track
the chain of
custody of
ballots and
media, and to
track security
seals.

Chain of Custody on front, Security Seal Log on the reverse side.

This form is for security and tracking ballots and media.

Part 1: (to be d by election

Ballots, Media and Other Items Chain of Custody & Security Seal Log

County: Precinct:

ator)- Materials prepared at election office to be delivered to the polling place

Polling Place: Election Date:
Ballot Container Seal # 2" Seal # 3" Seal # (if needed) 4™ Seal # (if needed)
Media/Other Seal #
Verified before transport to polls by:
Election Administrator (Date/Time)

and one other official

Part 2: (to be d by chief election judge or polling place

before the polls open)
Ballot Container Seal # 2™ seal #

3% Seal # (if needed)

4™ Seal # (if needed)

Media/Other Seal #

Before Polls Open — Seals verified by:

Polling Place Manager or Chief Election Judge (Date/Time)

Election Judge

Part 3: (to be by chief election judge or polling place
Ballot Container Seal # 2™ Seal #

3 Seal # (if needed)

when preparing ballots/media to be sent back to election office)

4™ Seal # (if needed)

Media/Other Seal #

After Polls Closed — Seals verified by:

Polling Place Manager or Chief Election Judge (Date/Time)

Election Judge
Part 4: (to be leted by election

istrator upon return to county)
Ballot Container Seal # 2" Seal #

3 Seal # (if needed)

4™ Seal # (if needed)

Media/Other Seal #

Upon Return to Election Office Seals Verified by:

Election Administrator (Date/Time)

and one other official

See next page for seal removal/replacement log.

SR
|

Part 1 filled out
by election
administrator
before delivery
to polling place.

Part 2 filled out
by chief judge
before polls

open.

Part 3 to be
filled out by
chief judge
before transport

back1g to
| ice.
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Montana Election Judge Training

Security Seal Log — Page 2 of Chain of Custody & Security Seal Log

Election: Precinct Polling Place:

Removed Seal Sealed Object Seal Location Seal Number Reason Removed Date | Initials
Removed/Placed

[ Ballots [J Storage Box
[ Media 0 Envelope
i O Oth
Security O Other e
Seal LOg [ Ballots [ Storage Box
[ Media [ Envelope
(page 2) 1 S O Other
Place
O Ballots [J Storage Box
Used O Media g Envelope

s Other
Securlty O Other //
L1

Seals [ Ballots T Storage Box
s [ Envelope

here, Og / ] Other L; Qilags
seal

/ [ Ballots [ Storage Box

numbers | 5 sl 5 s
] Other O Other
[ Ballots O Storage Box
g OJ Envelope
g 'C\)Ateh(ilf [J Other

*This form must be retained for four years.

Montana Secretary of State Linda McCulloch
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Montana Election Judge Training

Before Polls Open

» Post Polling Place signs outside the polling place In
conspicuous locations

mmp POLLING PLACE-VOTE HERE

» Post Precinct signs inside the polling place In
conspicuous locations to direct the voter to the
correct precinct.

mmp PRECINCT # 21

15
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Montana Election Judge Training

Before Polls Open

« Check the Register to make sure it is the correct register for
your precinct.

 Using the list provided by the election office, mark the

Register for any voter who was issued an absentee ballot after
the registers were printed.

« All voters who were issued absentee ballots prior to

printing of the registers will already be marked absentee
NOTE: any voters so marked must vote a

PROVISIONAL BALLOT if they show up to vote at the
polls!

« Post the list of absentee voters in a conspicuous location.
16

Montana Secretary of State Linda McCulloch



MONTANA

Montana Election Judge Training

Before Polls Open
 Set up polling place

« Set up Precinct Table to include the following items:
« Register and poll book
 Ballots and official ballot stamp & ink pad
« Sample ballots
« \oter Information Pamphlets if applicable

* Sealed ballot containers including unvoted ballot container for
primary election, and stub container.

» Secrecy sleeves

 \oter Registration forms

« Forms including Polling Place Elector ID form
 Provisional envelopes and provisional ballot container

« Other supplies as directed by election administrator 17

Montana Secretary of State Linda McCulloch


http://www.sos.mt.gov/elections/Officials/Forms/index.asp#Polling
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Before Polls Open
* Set up Polling Place
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Montana Election Judge Trainin

Before Polls Open
- Set up Polling Place

ION WARNING

T sections of lsw printed below st spacii canduct or 3etions whish may cause an slector 1 be Subject to eriminal prosszubon. This s nct intendsd to
b2 3 complets printing of sl lsws pertsining to election violstions, By law, this warning natize must be posted in conspicuous pisces in the polling pice.

MC

This inf
in each voting

each polling place on Election Day-

HELP AMERICA VOTE

ACT AND STATE LAW

VOTING INFORMATION
REQUIREMENTS:

Date and Time of
Election:

Voting Instructions:

When you enter your polling place,
an election judge will greet you,
ask your name, and determine
whether you are registered to
vote in that precinct. He or she will
also ask you to show ID. (Under
federal law, all mail-in registrants
and first-time voters must show

cly posted

and elsewhere

ID; under state law, all other voters
are required to show ID as well.)

This ID can be any current
photo ID that shows your name
(for example, a driver’s license,
school ID, state ID, or tribal
ID) or a current utility bill, bank
statement, paycheck, voter
confirmation notice, government
check or other government
document that shows your name
and current address.

If you forget your ID, you have
many options. You can return
to the polls when you have it, or
fill out a polling place elector ID
farm, or vote a provisional ballot,
which will be counted if your
identity can be verified.

After you have shown ID and
your eligibility to vote has been
verified, you will sign the register
and be provided an official,

INFORMATION ON STATE LAWS
REGARDING PROHIBITIONS ON
ACTS OF FRAUD AND

MISREPRESENTATION:
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Before Polls Open

 Set up Voting Booths

L ware,

= aepae,

=

SAMPLE BALLOT SAMPLE BALLOT SAMPLE BALLOT

I S5 b weorraa__} SOURTY oF pismous I NovERER S, o
VOTE IN ALL COLUMNS: O GOVERNORY FDF SUPREME CounT.
INSTRUCTIONS 10 YOTERS DVERNGR JisTicE, KUMEER §

BNEY T EHGL PRV = mcn -

STATE SND NATIORAL e

g LT ave——
LR —"

& ULCUNTDR, et et | 3 wiks o, mnsm | €3 SHARES £ THD" EAnn
Slaresia] vty i

L r—

2 A HAGEUI tumse e | €3 KOSEPH P AR et § REPRESENTATVE RACES.
WINFOK 34K b M,
—em | e

= —_—
— Ve 51 e

RO
e
= meaanous, v | = w=n

S TR HAD,  weaim

S HANSIHIE  haskn

© sk s, on
COMPISSIGHER DI
= rren | = o nome, o s tr One
- e s vrrncns e
FOR U3 FERTEETATIVE O RS AN, arves
= s
LT V-
@ mmerE L  wawie | 2 PASE s
o mpea, L R L —

VOTE I HEXT COLUMN

GENERAL ELEGTION BALLOT
i3

Shll Soproma Coun Jugzice m
Hakioa of e Suprame Co,

el wmd
Y SGLT T R—— L
B e P

- e T o

- e e
gy | e i a6 ol
L b ol o el
R — “SUPHEWE GOURT
7O SECRETRRY OF RTATE STICE, KUMEER
ot o 0 Voin tor

AR 4 v ongen ] 0 e mecer:
i A

o

TIORNEY CERERRL

ola tof O ARER RESERVED Fon

STATE SENATOR & &TATE
= L e soam: | SEE LAST maCK) PAGE
= s | cawomares Fok Exdn

FORSTATE AUDITOT.

© mane oeerr, - TOUHTY

ERATOR
r s, S 2004 LapsON, P FOR ELERK OF STRICT COUAT
12 for On0

T AN D BREUER, s

R« =
ot oy e

FOR CORMTY COMMISSIONER

I [ QT v

o e

VOTE N NEXT golumk | VOTE ON OTHER SIDE
) | I 73

When you enter your polling place,
an election judge will greet you,
ask your name, and determine
whether you are registered to
vote in that precinct. He or she will
also ask you to show ID. (Under
federal law, all mail-in registrants
and first-time voters must show

ION

ID; under state law, all other voters
are required to show ID as well.)

This ID can be any current
photo ID that shows your name
(for example, a driver’s license,
school ID, state ID, or tribal
ID) or a current utility bill, bank
statement, paycheck, voter
confirmation notice, government
check or other government
document that shows your name
and current address.

If you forget your ID, you have
many options. You can return
to the polls when you have it, or
fill out a polling place elector ID
form, or vote a provisional ballot,
which will be counted if your
identity can be verified.

After you have shown ID and
your eligibility to vote has been
verified, you will sign the register
and be provided an official,

Post a Sample
Ballot and a
“Montana Voter
Information™
notice In each
booth

20
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Montana Election Judge Tl'ilillill!l

e AutoMARKS

» Make sure the AutoMARK is set up, plugged In, turned on

and that the keys are removed and in the possession of the
designated judge.

» Make sure the AutoMARK s set up so that voting on it can

be done in private, and that there is a privacy shield around
the screen.

* Insert the media card If it has not already been installed by
the Election Administrator.

* If not already done, place numbered seal over the
media door and record # on seal log.

Before Polls Open T /

21
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http://www.sos.mt.gov/elections/Officials/Forms/index.asp#Voting

MONTANA

* AutoMARKS (cont)

* Run several test ballots through the machine and
verify that it is marking the ballot correctly.

* MAKE SURE STUBS ARE REMOVED
BEFORE BALLOT IS INSERTED INTO
AUTOMARK!

 Throughout the day, have a designated judge
responsible for periodically checking the
AutoMARK by running a test ballot through it.

22
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Montana Election Judge Training

Before Polls Open
* AutoMARKS (cont)

* If there are problems with the AutoMARK,
contact the election administrator immediately.

 See Troubleshooting Section in the Election Judge

Handbook.

e |If the problem(s) cannot be resolved through
troubleshooting techniques, see if there is a
backup AutoMARK available, or if there Is
another polling place a voter may go to vote on a
functioning AutoMARK.

23
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http://www.sos.mt.gov/elections/Officials/Forms/Election_Judge_Forms/2012_Election_Judge_Handbook.pdf
http://www.sos.mt.gov/elections/Officials/Forms/Election_Judge_Forms/2012_Election_Judge_Handbook.pdf
http://www.sos.mt.gov/elections/Officials/Forms/Election_Judge_Forms/2012_Election_Judge_Handbook.pdf

MONTANA

Montana Election Judge Training

Before Polls Open
* AutoMARKS (cont)

» See “Setup and Use of AUtOMARK?” section of
the Election Judge Handbook for detailed
Instructions on setting up and using the
AutoMARK.

 Refer to Other Resources available from your
election administrator including the Uniform
\Voting Systems Guide.

24
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http://www.sos.mt.gov/elections/Officials/Forms/Election_Judge_Forms/2012_Election_Judge_Handbook.pdf
http://www.sos.mt.gov/elections/Officials/Forms/Election_Judge_Forms/2012_Election_Judge_Handbook.pdf
http://www.sos.mt.gov/elections/Officials/Forms/Voting_System_and_Security_Forms/Uniform_Voting_System_Procedures.pdf
http://www.sos.mt.gov/elections/Officials/Forms/Voting_System_and_Security_Forms/Uniform_Voting_System_Procedures.pdf

MONTANA

Montana Election Judge Training

Before Polls Open

« AutoMARKS (cont)

« Some problems on Election Day at the polls will be
avoided by having at least one person at each
precinct or polling place that is familiar with the
AutoMARK, and knows the basic troubleshooting.

 There Is also a good video demonstration on the
vendor’s website:

o http://www.essvote.com/HTML /fla/automark/aut
oMark tour.html

25
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http://www.essvote.com/HTML/fla/automark/autoMark_tour.html
http://www.essvote.com/HTML/fla/automark/autoMark_tour.html
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Montana Election Judge Training

Before Polls Open

« The Election Administrator may provide a manual or
specialized training for each type of judge/board (if
applicable, all counties may not use all types of boards,
not all boards are listed below):

Ballot Judge Resolution Board

Poll Book Judge Write-In Board

Register Judge Absentee Board
Provisional Judge Tabulating/Counting Judge

* Review Election Judge Handbook and specific County
Manual (if provided).

* Review “Polling Place Situations” included in
Election Judge Handbook.
26
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http://www.sos.mt.gov/elections/Officials/Forms/Election_Judge_Forms/2012_Election_Judge_Handbook.pdf

Montana Election Judge Training

2. ELECTION DAY AT
THE

POLLING PLACE

-




MONTANA

THIS IS IT!

All of the training, testing,
reviewing, and practicing
comes down to this day —
the day when
voters from all over Montana
go to their polling place to
cast a ballot!

Montana Secretary of State Linda McCulloch
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Election Day at the Polling Place j :
+ Opening the Polls '

* The Chief Election Judge or Polling Place
Manager will proclaim the opening of the polls
aloud at the time set for opening.

e Polls in Montana must open at 7:00 a.m. unless
the polling place has fewer than 400 voters, In
which case it may open at noon.

29
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Montana Election Judge Training

Election Day at the Polling Place

 This section will explain the specific duties of
polling place judges
« Chief Judge or Polling Place Manager
 Register Judge
 Poll Book Judge
- Ballot Judge

« M100 or Ballot Box Judge (this may be combined with
the Ballot Judge)

 Provisional Judge
30
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MONTANA

Montana Election Judge Training

Election Day at the Polls
« Chief Election Judge / Polling Place Manager

 These duties are prescribed by the Election Administrator
and may include the following:
 Swear in other judges in precinct/polling place

Check seals on voting equipment

Verify and sign Ballot Certification Report form

Direct placement of instructions and signs

Monitor traffic flow, supplies, troubleshoot

Periodically check booths and equipment.

31
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http://www.sos.mt.gov/elections/Officials/Forms/index.asp#Reconciliation

MONTANA

Montana Election Judge Training

Election Day at the Polling Place
* Register Judge

 Ask elector to see ID (ID can be any photo
ID, or certain documents that show the
voter’s name and current address)

 Instruct the elector to state name

* Announce the elector’s name loud enough
to be heard by poll watchers

32
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Election Day at the Polling Place
« Register Judge (cont)
« Appropriate ID

* Any photo ID with elector’s name may be used

e Photo ID does not have to be a Montana driver’s
license

Nooksack Tribal Identification Card

Photo Enrollment No.: 000
REICU \  /Datepf Birth: 05/02/1957
T AN

Issued: 03/08/2006 John Boe
s 1234 Somewhere R, /&
Anywhere WA 999;99_»;_,

:
% <S4 d " y“ &_
s Signature:
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Montana Election Judge Training

Election Day at the Polling Place
 Register Judge (cont)
« Appropriate ID — if elector does not have photo ID

» the elector shall present a current utility bill, bank
statement, paycheck, notice of confirmation of
voter registration, government check, or other
government document that shows the elector's
name and current address.

 NOTE: Iif address on the non-photo ID is different
than the address in the Register, elector should fill
out a new VR application, but may vote one time
at the precinct of the old address.
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Montana Election Judge Training

Election Day at the Polling Place
« Register Judge (cont)

« If elector does not have a photo ID or one of the
documents specified:

« Offer the “Polling Place Elector ID” form (may
be handled by Provisional Judge):

« If elector fills out Polling Place Elector ID form,
call the election office to verify the Driver’s

License# or partial Social Security#.

* If number is verified by election office, voter
may vote a regular ballot (voter retains form).

35
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Montana Election Judge Training

Election Day at the Polling Place

 Register Judge (cont)
* Locate elector in Register
« Have elector sign the Register on the
designated line

« NOTE: itisimportant to make sure the elector
signs the register in the correct space. If he/she
signs In the wrong space and it is not caught,
the voter may not get appropriate voting credit

36
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Montana Election Judge Training

Election Day at the Polling Place
Register Judge (cont)

 If the elector’s name does not appear in the Register (this
may be handled by Provisional Judge, depending on county

procedures):

* Check the countywide VR list to see if he/she is in the wrong precinct
or call the election office to see if they can resolve why he/she is not
listed.

« |f the elector says he registered with the Motor Vehicle Division
office, call the election office and they can check with MVD.

 [fitis confirmed by the election office that the elector was erroneously
omitted from the Register, have the elector sign the “Erroneous
Omission” form and have them sign the Register and attach the form to
the Register, then issue a regular ballot. 37
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Election Day at the Polling Place
* Register Judge (cont)
* |f the elector chooses not to fill out the Polling
Place Elector ID form, or if the information on

the form Is not verified, send elector to
Provisional Judge.

* Elector votes a provisional ballot and has
until 5:00 p.m. the day after the election to
provide a verifiable ID number to the
election office (or mailed, postmarked no
later than the day after election day).
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Montana Election Judge Training

Election Day at the Polling Place
* Register Judge (cont)
« |f the register indicates the elector is provisionally registered,
It usually means that the ID number provided at the time of
registration could not be verified. Send elector to the
Provisional Judge to fill out the Polling Place Elector ID
form.

- If ID number can be verified by the election office, elector
goes back to register judge, signs register and votes a
regular ballot.

« |f ID number cannot be verified, elector votes a
provisional ballot and has until 5:00 p.m. the day after the
election to provide a verifiable ID number to the election
office (or mailed, postmarked no later than the day after
election day).
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Montana Election Judge Training

Election Day at the Polling Place
* Poll Book Judge

 After the Register Judge has processed the elector,
write the elector’s name in the Poll Book beside the
appropriate ballot number provided by the Ballot
Judge.

e Ensure that the number on the next ballot stub Is the
same as the number in the Poll Book.

* |f a ballot number is missing from the ballot, or if the
ballot is voided, clearly mark it in the Poll Book.

At the end of the day, the Poll Book must be reconciled
to the number of ballots issued using the Ballot
Reconciliation Report, so it is important to pay close
attention to the ballot numbers.
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Montana Election Judge Training

Election Day at the Polling Place

 Poll Book Judge (cont)

* |f there Is early pickup of ballots for counting,
additional poll books will be needed.

* Make sure you start subsequent poll books
(after early pickup) on the correct numbered
line.

» Make sure all judges sign the poll book(s)
before each pickup.

e Complete appropriate portion of the Ballot
Reconciliation Report before turning poll book
over to counting judges.
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 Ballot Judge
 Give next ballot # to Poll Book Judge.
 Stamp the ballot with the official ballot stamp.

» Make sure no part of the stamp appears on the
stub.

 Demonstrate to the elector the procedure to place
voted ballot in secrecy sleeve.

« Instruct elector to return voted ballot to the
appropriate judge.

« When elector returns with ballot, remove stub from
ballot and place in stub box.

* Place voted ballot into ballot box in a way that
Insures no part of the voted ballot is visible. 42

Montana Secretary of State Linda McCulloch



MONTANA

Montana Election Judge Training

Election Day at the Polling Place

 Ballot Judge (cont)
* |If a Primary Election:
 The elector is given one ballot for each Party.

 Make sure the numbers on each Party ballot
match.

* |nstruct the elector to vote only one Party
Ballot and to return both ballots to you,
designating which one is the voted ballot.

* The unvoted ballot goes In the stub box (or
the unvoted ballot box, depending on your
set-up).
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Montana Election Judge Training

Election Day at the Polling Place

Ballot Judge (cont)

Spoiled Ballot - If an elector spoils or damages his ballot, a new
ballot must be provided to them upon request.

* Note: no stickers or labels may be placed on the ballot, a new ballot
must be issued.

The Poll Book Judge must be notified to designate the spoiled ballot in
the Poll Book and to enter the voter’s name with the new ballot number.

The elector should write “spoiled” on the spoiled ballot, and the ballot
judge may write “spoiled” on the stub.

The spoiled ballot should be placed in an envelope marked “spoiled
ballot” and deposited in the designated container and the spoiled stub in
the stub box. (if using M100s the spoiled ballot should go in the stub box) 44
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Montana Election Judge Training

Election Day at the Polling Place

« M100 or Ballot Judge
» Receive ballot from elector, remove stubs.
« Stubs go into stub container or other designated container.
e Instruct elector how to insert ballot into M100.

* Instruct elector to watch the number on scanner change to
ensure that ballot was accepted.

» Assist elector if scanner reports an error.
« See M100 Troubleshooting section in Election Judge

Handbook.
* Do not look at elector’s ballot while assisting. 45
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Montana Election Judge Training

Electlon Day at the Polling Place

 Provisional Judge

« The Provisional Judge is responsible for assisting voters that are
required to vote a provisional ballot in filling out the Provisional
Ballot Envelope:

« The voter did not have appropriate ID when appearing to vote; and either
chose not to use the Polling Place Elector ID form, or if they used the
Polling Place Elector ID form the ID number provided could not be verified
by the election office; or

« The voter appears in the register as having been issued an absentee
ballot; or

» The voter does not appear in the register but claims to have registered,
but registration cannot be verified by the election office (in this case the
voter may alternatively late register at the election office); or

» The voter's registration has been challenged. 46
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Election Day at the Polling Place

 Provisional Judge

« If elector did not have ID, explain the option to use the
Polling Place Elector ID form.

« If ID number is verified by election office, mark
“approved” on the ID form and send form and elector
back to ballot judge to vote a regular ballot.

« If ID number cannot be provided, or if it cannot be
verified:

 Provide elector with Provisional Instructions and
review with them.

 Assist elector with filling out the Provisional Checklist
on the Provisional Ballot Envelope and fill out the
election judge portion.

« Send elector back to the register judge with provisional
envelope to complete process and be issued a ballot. 47
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Montana Election Judge Training

Election Day at the Polling Place

- Provisional Judge (cont)

* |f elector has been issued an absentee ballot and
claims that 1t was not received, or was lost or
destroyed:

* Provide elector with Provisional Instructions and
review with them.

* Assist elector with filling out the Provisional
Ballot Envelope and fill out the election judge
portion.

 Send elector back to the register judge with
provisional envelope to complete process and be
Issued a ballot.
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Montana Election Judge Training

Election Day at the Polling Place

* Provisional Judge (cont)
* If elector iIs being challenged by another elector

« If challenge cannot be resolved immediately (see
Challenge section of Election Judge Handbook):

e Provide elector with Provisional Instructions
and review with them.

* Assist elector with filling out the elector portion
of the Provisional Ballot Envelope and fill out
the election judge portion.

 Send elector back to the register judge with
provisional envelope to complete process and be
Issued a ballot.
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Provisional Ballot Outer Envelope

Provisional Ballot Envelope

ENVELOPE TO BE FILLED OUT AT POLLING PLACE OR ELECTION OFFICE BY ELECTION JUDGE/OFFICIAL AND ELECTOR AND PROVIDED TO ELECTION ADMINISTRATOR
WITH POLLING PLACE MATERIALS

PART 1: TO BE COMPLETED BY ELECTOR:

PRINTED NAME: FORMER NAME IF APPLICABLE:

MONTANA DRIVER'’S LICENSE OR STATE ID NUMBER:

l

If you DO NOT have a Montana Driver’s License number, provide last four digits of your Social Security number:

Provisional Judge to assist Phone Number():

Additional information if any regarding your voter registration that would help resolve the provisional ballot:
elector in filling out this portion

of the envelope-make sure
elector signs this section. Lo s precncs. o of t vt st o

this form is true to the best of my knowledge and belief and
that | am aware of the penalty for false swearing.

PART 2: TO BE COMPLETED BY ELECTION JUDGE/OFFICIAL: PRECINCT/WARD/DISTRICT NAME/#

Elector was instructed to cast a provisional ballot for the following reasons: (check all that apply)

l

Name not in official register and not erroneously Register indicates provisionally registered, which was not resolved
= = = o omitted Elector swore that the elector was eligible to vote due to not
P rOVI S I O n al J u d g e fl I I S th I S receiving or destroying elector's absentee ballot
Elector claims registration with Motor Vehicle Elector’s identification was insufficient

Division or other government agency, County-to-County late registration in election office

Se Cti 0 n 0 ut’ S i g ns an d g ives to which could not be confirmed : Precinct-to-precinct late registration in election office

Elector failed to sign register

e I ector to take baCk to the E:gg:g;;ari:;gtttc:)svi(g)?eavlv)::r;ts;ll;iIgl;tdenvelope or signature was not verified

Other.

reg i Ste r j u d g e & Election Judge/Election Official Signature: Date:

PART 3: TO BE COMPLETED BY ELECTION OFFICIAL RESOLVING PROVISIONAL BALLOT:

l

Elector registered in Precinct/Ward/District Name/# Voted in Precinct/Ward/District # Voter
ID#.
Th = t- = I t d b Provisional Ballot Counted: Yes [: No D
IS SeC I 0 n lS CO' I lp e e y Reasons Ballot Counted: (circle all that apply) Reasons Ballot Was Not Counted: (circle all that apply)

e I eCl I On 0 I I I al Wl ien reSO Ivei I 0 Name omitted from register in error Not registered: (circle, if applicable: purged/ wrong precinct, district, ward /

wrong county)

Identification was resolved Could not resolve identification
Motor Vehicle or other government agency error | Motor Vehicle or other government agency has no record of registration
Absentee ballot not received Absentee ballot received and counted

Elector provided signature or signature resolved Signature issue was not resolved




MONTANA

Montana Election Judge Training

Election Day at the Polling Place
* Provisional Judge (cont)

» Make sure elector has completed all
provisional materials and has signed the
Provisional Ballot Envelope.

« Make sure ballot judge returns voted
provisional ballots to you to place In
container marked “unverified provisional
ballots.”

o1
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Montana Election Judge Training

Election Day at the Polling Place

* Provisional Judge (cont)

« |If elector resolves the provisional ballot before the polls close

 Retrieve the provisional envelope from the unverified container.

« Mark the envelope to indicate the ballot was resolved.

 Give the envelope to the elector and send back to ballot judge.

« Ballot judge will instruct elector to enter booth and remove ballot
from provisional envelope.
 Elector will insert ballot into M100 or ballot judge will

place in ballot box.

 Provisional envelope will be placed in container marked
“verified provisional ballots™.

52
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« Absentee Voters at the Polling Place

A voter with an absentee ballot should be allowed to
drop the ballot off on election day at any polling place.

« An absentee ballot dropped off at a polling place other
than the one in which the elector appears on the register
must be:

 Delivered to the election office for signature verification
and tabulation if tabulation of absentee ballots is done at
a central location.

 Delivered to the election office for signature verification
and then to the correct precinct if all counting is done at
the precinct location. o3
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Montana Election Judge Training

Election Day at the Polling Place

« Absentee Voters at the Polling Place (cont)

« An absentee ballot being dropped off at the polls that
IS not in the absentee signature envelope must be
placed in an absentee signature envelope, and must
be signed by the voter.

« |If multiple ballots are dropped off; any ballots with
no envelope or unsigned envelopes must be treated
as provisional until/if the elector signs the envelope.

« Late registrants must drop their absentee ballots off
at the election office.

54
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Montana Election Judge Training

Election Day at the Polling Place

 Other Polling Place Activities
» See the Election Judge Handbook and the “Poll Watchers

and Election Observers Guide” In the appendix of the
Election Judge Handbook for detailed information about the

following polling place activities:
Poll watchers Petition signature gatherers

Electioneering Election Observers
* In short, all of the listed activities except electioneering are
allowed at the polling place but they cannot impede the

voting process.
* Electioneering can only occur more than 100’ from any

entrance to a polling place. 55
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Montana Election Judge Training

Election Day at the Polling Place
« Miscellaneous

 Check voting booths periodically to make
sure instructions and sample ballots are up,
that ballot marking tool is in booth, and that

no one has left anything or marked anything
In the booth.

 Wipe any equipment or voting supplies with
alcohol-based wipes periodically, and more

often iIf there Is a health-related reason. F
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3. ASSISTING ELECTORS
WITH DISABILITIES
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Assistance for Voters with Disabilities

 There are several situations that may require
election judge assistance for disabled voters:
 Elector Unable to Sign Register.

 Elector Unable to Enter Polling Place (Curbside
\oting).

 Elector Requesting Assistance with Marking their
Ballot.

 Elector requests to use AutoMARK \oter Assist
Terminal.
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Montana Election Judge Training

Assistance for VVoters with Disabilities

 Voter Unable to Sign Register

« An elector unable to sign his/her name cannot be
denied the right to vote because of inability to sign
the precinct register.

e One option Is having an agent who has been
designated on a prescribed form by an elector to sign
for the elector. An agent may sign for any voting
process that an elector would be required to sign for.

Notation must be made in the precinct register on the
signature line if an elector is unable to sign.
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Montana Election Judge Training

Assistance for Electors with Disabilities

 \Voter Unable to Sign Register (cont)

 Another option Is to ask the elector to make a mark of some
sort on the signature line by his/her name. The mark can be
a fingerprint or an identifying mark, or another type of mark.
The judges should enter a notation next to the fingerprint that
the elector was unable to sign the register, put the time and

MISSOULA - '_Hs & Clark Schoal i
G421 "Gty Prim. 42 Pkt s 2001 1200 PM
LtT ] .
L # mﬁh
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Montana Election Judge Training

Assistance for Voters with Disabilities

 Voter Unable to Enter Polling Place — Curbside
\Voting

« Two judges (from different Political Parties if
possible) will take a blank ballot and an “Oath of
Elector Unable to Enter Polling Place” form
PP outside the polling place to the elector.

CURBSIDE | . e : =
VOTING Elector will sign oath and 2 judges will witness.

 After elector shows appropriate 1D, allow to vote.
» Have elector put ballot(s) in secrecy sleeve for

transport back into polling place.

ut
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Montana Election Judge Training

Assistance for Voters with Disabilities
 Curbside Voting (cont)
* Deliver ballot (in secrecy sleeve) to ballot
judge.
- Ballot judge will place ballot in ballot box,

e W e o n
CURBSIDE mark register and poll book.

VOTING | - Both judges assisting elector must sign

[:\' register.
(.J  Attach oath of elector to register.

ut
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Montana Election Judge Training

Assistance for Voters with Disabilities
* Voter Requesting Assistance with Marking Ballot

« Upon request from an elector, two judges (from
different Political Parties if possible) should assist;
one to mark the ballot as requested and one to
verify aloud that the person marking the ballot is
marking as requested.

« If voting booths are not large enough to
accommodate 3 people, find a spot specifically set
up for use by voters with disabilities that will
allow the voter privacy.
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Assistance for VVoters with Disabilities

« AutoMARK Voter Assist Terminal

* The AutoMARK must be available at each polling place
for voters with disabilities.

e The AutoMARK includes
« Headphones for sight impaireg-voters: .
« Braille keys for sight impaifed voterss—o><eant—

 Ability to magnify print-on ballot for stght impaired
Voters.
 Attachment for Sip and Puff device for voters with
mobility impairments 64
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Montana Election Judge Training

Assistance for Voters with Disabilities

 AutoMARK \oter Assist Terminal

* The Election Administrator will train the
appropriate judges on the AutoMARK Voter Assist
Terminal.

« Get familiar with the equipment if you are a judge
that will be working with it!
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Montana Election Judge Training

Assistance for Voters with Disabilities

 AutoMARK \oter Assist Terminal

» See the Election Judge Handbook for detailed
Instructions on using the AutoMARK.

 See the “AutoMARK Troubleshooting Guide”
In the Election Judge Handbook for suggestions
when the machine does not appear to be
functioning properly. NOTE: Chief judges or
Polling Place Managers should have this Guide
handy on Election Day.
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Montana Election Judge Training

4. CLOSING THE POLLS
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Closing the Polls

 Proclaim aloud the closing of the polling piace
at 8 p.m.

« Make sure that an election judge or official is
present to ensure that the last person in line at 8
p.m. is allowed to vote, and that no one who
appears after 8:00 is allowed to get in line and
vote.

638
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Montana Election Judge Training

Closing the Polls (if using M100 voting

systems)

 Polling Place Manager or Chief Judge (or judge
designated by election administrator) is responsible for
closing the M100s and securely delivering the properly
sealed memory card, ballots, absentee ballots, and
provisional ballots to the Election Office or Counting
Center (2 judges at all times).

 Judges will remove ballots from M100 and place In
containers provided for them. They must be sealed and
secured for transport to the Election Office or Counting
Center.
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Montana Election Judge Training

Closing the Polls

* Fill out the back of the poll book (this should be done
at the time of each pick-up of ballots if early pickup is
occurring) AND SIGN.

* Fill out timesheets and sign, make sure they go into
correct envelope that is not sealed.

« Take down instructions, warning posters, etc. as
Instructed by Election Administrator.

 Closing duties will vary by county, so make sure you
follow specific instructions for your county.
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Montana Election Judge Training

Closing the Polls

* Post results if counting Is done at the polling place.
 Place supplies, ballots, stubs, etc. into correct envelope —

follow instructions on envelopes.

 Seal envelope with official seal AND SIGN.

« NOTE: do not put timesheets in envelope that is sealed.
Sealed envelopes cannot be opened except as provided by

law.

NOTE-It is a Felony io Forge or Alter this Seal, or Alter

eal, or this Seal, ur for Any Person to Break This Sel
Contrary ta Law.

OF THE BOARD OF JUDGES AND CLERKS OF ELECTION,

OFFICIAL SEAL

Ta the County of Missguls i

/1

NOTE-The Judges and Clerks should nof sign this seal until just before wsing it.
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Montana Election Judge Training

Closing the Polls

* |If instructed to do so by Election Administrator
make sure you:

» Have polling place picked up and all supplies
removed.

» Turn out all lights.
* L ock doors.

(2
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5. GENERAL COUNTING
PROCEDURES
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Montana Election Judge Training

General Counting Procedures

* If count begins before the polls close COUNTING BOARD
AND ANY OBSERVERS MUST BE SEQUESTERED
UNTIL POLLS ARE CLOSED.

 Once tabulation starts, it must continue without adjournment
until it is completed.

« Immediately after each pickup of ballots, reconcile the poll
book with the number of ballots to be counted using the
Ballot Reconciliation Report.

* If number of ballots cannot be reconciled with poll book,
state the reason you think they don’t reconcile and have all
counting judges sign the Ballot Reconciliation Report7 4
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Ballot
Reconciliation
Report — find at
the back of
each poll book.
Make sure you
have 2 copies,
one to be
sealed and
returned with
each poll book,
one for election
administrator.

Form is included in the back of each poll book and is used to reconcile ballots on Election Day.

Ballot Reconciliation Report

COUNTY. PRECINCT

PART 1

13

Last ballot number issued
Subtract Void and Spoiled Ballots
Subtotal

Subtract number of ballots reserved for
Absentee voting — see Certificate of Number
Of Ballots Sent to Polling Place Form-

(use the number from that form)

Total number of paper ballots issued

PART 2

Total number of paper ballots issued
(same as Part 1, #5)

Subtract total number of unresolved
provisional ballots

Total number of ballots less unresolved
provisional ballots

PART 3

Total number of ballots in ballot box (sheet 1)
(sheet 2)

(this number should be the actual number of ballots counted — the number of sheet 1 and sheet 2 ballots may be

different.)

*#8 and #9 should match. If they do not, fill out the reason below.

-

*

If number of ballots hand- 1 does not r ile with

nany ballots are short or in excess and any reason of which you are aware for the discrepancy:

ber from poll book ballot reconciliation, detail below howl

Signature of Judges:

These 2
numbers
should
match.

Enter the
total
number of
ballot
sheets in
ballot box.

15
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General Counting Procedures

* Remove each absentee secrecy envelope to determine if
there Is more than one ballot for each election in the
envelope.

* |f more than one ballot for each election is in the envelope, the

ballots must be rejected if you cannot determine for certain that
only one ballot has been marked.

* See the “Special Situations” section of the Election Judge
Handbook for various scenarios regarding multiple ballots.

» Deliver to Absentee Counting Board if one has been
appointed, otherwise to the regular counting/tabulation
board.

76
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Montana Election Judge Training

General Counting Procedures

» Check ballots for official stamp
« If official stamp is missing, ballot must be rejected UNLESS.:

* [t is determined that the stamp is missing due to election official
error.

« Ballot should be marked “unstamped by error” and all judges
must initial.

« |f 2 or more ballots are folded together, set aside to compare with total
number of ballots in poll book.

« |f majority of judges agree that the folded ballots are from one
voter they must be rejected, unless it can be determined that only
one ballot is marked.

(&4
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 Seal ballots in appropriate envelope/container for delivery
to Election Office if counting is not done at polls.

« See “Closing of Tabulation Center” in Election Judge
Handbook for detailed information.

« Sign all official seals.

 Place signed poll book and reconciliation report and any
other supplies in appropriate envelope and seal (keep one
copy of the reconciliation report out of sealed envelope).

» See “Tabulation Boards” section of Election Judge Handbook
for detailed information about various boards that can be used on
election day.

/8

Montana Secretary of State Linda McCulloch


http://www.sos.mt.gov/elections/Officials/Forms/Election_Judge_Forms/2012_Election_Judge_Handbook.pdf
http://www.sos.mt.gov/elections/Officials/Forms/Election_Judge_Forms/2012_Election_Judge_Handbook.pdf
http://www.sos.mt.gov/elections/Officials/Forms/Election_Judge_Forms/2012_Election_Judge_Handbook.pdf
http://www.sos.mt.gov/elections/Officials/Forms/Election_Judge_Forms/2012_Election_Judge_Handbook.pdf

MONTANA

Montana Election Judge Training

6. HAND COUNTING
BALLOTS
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Hand Counting Ballots

After following steps in the previous “General Counting

Procedures™ slides
 One person reads the votes. an
« Two people tally by marking
5 ticks per square on the provided tally sheets.

* It is helpful to reconcile by announcing “che

after each 5% tick.

Alternate who is reading the votes
and who is tallying throughout
the night.

30
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Hand Counting Ballots (cont)

* Consult the “Determining a Valid Vote” sections of the
Appendix of the Election Judge Handbook for
Information and uniform instruction on determining valid
votes when hand-counting.

* When all votes are counted:

« call in results to Election Office (if instructed to do so).
* post results at location where counting is taking place.

il

81
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Montana Election Judge Training

Machine Tabulating Ballots

* The Election Administrator will train the appropriate
judges on the tabulation equipment.

e Detalled instructions on the M100/200 and the
M650/850 tabulators can be found in the Election

Judge Handbook and the Uniform Voting System
Guide.

 Get familiar with the equipment if you are a judge that
will be working with it.

 Note: Tabulation Boards will vary depending on the
county. Please see Election Judge Handbook for
Information on types of boards and for detailed duties.

383
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Machine Tabulating Ballots
« M100/DS200 Tabulation

« See Election Judge Handbook and the“Stiiform Votife
System Guide for detailed M100/DS200 instructions.

« Seal ballots, results tape and media in appropriate
envelopes/containers for delivery to Election Office or
Counting Center.

* Place signed poll book and ballot reconciliation report and any
other supplies in appropriate envelope and seal (keep a copy of
the ballot reconciliation report out of a sealed envelope).

« Sign all official seals and complete Seal Log.
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Machine Tabulating Ballots

 M650/850 Tabulation

* Follow steps in “Machine Tabulating Ballots”
previous 2 slides and:

» Upon receipt of ballot case, remove ballots after
verifying seal # and signing Seal Log.

* Inspect ballots for damage and ragged edges.

 Deliver any ballots that you determine need to be
duplicated to the designated area for duplication.
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Machine Tabulating Ballots

* Model 650 Tabulator
The Model 650 (M650) Tabulator is a
high-speed optical scan central paper ballot
counter and vote tabulator.

See the Election Judge Handbook,
Uniform Voting Systems Guide and any
specific manuals prepared by your election
administrator for detailed information on
tabulating using the 650.
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Machine Tabulating Ballots
* M650 Set-up for Tabulation

* Ensure that the M650 Is on a level and stable surface.

* Inspect all seals and verify seal numbers with Chain of
Custody and Seal Log.

* Run a predefined batch of test ballots and verify the
results.

 Zero out the machine and run a report indicating the
machine is set to zero before beginning tabulation.

* Make sure no ballots are in the bins.

37
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Machine Tabulating Ballots

e DS 850 Tabulator

« The DS850 Tabulator is a high-speed
digital scan central paper ballot
counter and vote tabulator.

« The DS850 will route ballots to
different bins depending on selected
criteria (write-ins, overvotes, blank
ballots).

38
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Machine Tabulating Ballots
« DS 850 Tabulator Set-up

* Ensure that the DS850 i1s on a level and stable surface.

» Check all security seals and make sure the seal numbers
match the Chain of Custody and Seal Log.

« Power on the DS850 and make sure you have the correct
passwords to access the machine.

* Run a predefined batch of test ballots and verify the results.

 Zero out the machine and run a report indicating the machine
IS set to zero before beginning tabulation.

« Make sure no ballots are in any of the ballot trays.
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Machine Tabulating Ballots
* M650/DS850 Tabulation

* After each precinct is scanned, take ballots to
appropriate board for sealing.

o After all ballots are scanned, run resolution ballots
through the scanner.

* Attach the computer tape having precinct totals to
the appropriate precinct election results.

* Post results at counting center.
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Machine Tabulating Ballots

Follow instructions from the election administrator for
securing media.

Place security seals where needed according to the Uniform
\Voting System Guide and election administrator instructions
and complete Chain of Custody and Seal Log.

Ensure all judges sign appropriate official seals.

Place signed poll book, ballot reconciliation report and any
other supplies in appropriate envelope and seal (keep a copy
of the ballot reconciliation report out of a sealed envelope).

Fill out timesheets and place in appropriate envelope. Note:
do not seal envelope with timesheets!
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8. SPECIAL SITUATIONS
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Special Situations

« Some of the special situations election judges may encounter
are included in this section, and detailed information on
special situations can be found in the Election Judge
Handbook :

« Replacement ballots
* Inactive voters
Challenges
Disaster Response — Natural, Health Related, Other
Electioneering
Equipment Problems
» Write-Ins
e Also included is information on What NOT to do 93
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Special Situations
* Replacement Ballots

A voter who makes an error when marking their
ballot, or otherwise spoils a ballot must be provided
with a replacement ballot.

* The use of stickers or labels to correct a ballot is not

authorized under Montana law, and therefore
stickers/labels cannot be used for ballot correction.

 Note in the poll book that a voter has had their
original ballot spoiled, and has been issued a new
ballot number.
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Special Situations
* Inactive Voters

* |Inactive voters are not late registrants.

* Inactive voters are voters who did not vote in a prior
general election, and who did not respond to two
confirmation mailings or who had an undeliverable
ballot and did not respond to a forwardable mailing.

* |nactive voters can appear at the polling place and
vote one last time at their previous address/precinct.
« They should fill out a new Voter Registration Form for

future elections if their address or other information has
changed. .
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Special Situations
* Challenges

* Any elector may challenge another elector’s
qualifications on election day:.

« Keep a record of all election day challenges
on the form provided.

« An Affidavit of Challenge form should be
provided to the elector offering the
challenge.

* Challenger’s signature on Affidavit must be
witnessed by an election judge. 06
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Montana Election Judge Training

Special Situations

* Challenges (cont)
A challenge may be made on the grounds that the elector:
« |s of unsound mind, as determined by a court.

* Has been convicted of a felony and is currently serving a
sentence in a penal institution.

* |s not registered as required by law.
* |Is not 18 years of age or older.
« Has not been a resident of the state for at least 30 days.

* Is a provisionally registered elector whose status has not
been changed to legally registered.
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Special Situations

e Challenges (cont)

 Challenged individuals should be provided with the
Affidavit of Challenged \oter form.

« |If challenged individual swears under oath administered by an
election judge that they are qualified to vote the CHALLENGE IS
RESOLVED IN FAVOR OF THE VOTER AND THEY ARE
ALLOWED TO VOTE AREGULAR BALLOT.

e |If challenged individual does not swear to his qualifications under
oath, or if challenge is not able to be resolved in favor of the voter,

SEND TO PROVISIONAL JUDGE TO CAST PROVISIONAL
BALLOT.
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Special Situations

 Natural Disasters, Health-Related Disasters,
Electrical Outages and other Election Day
Problems

 Notify Election Office immediately!

 Follow county emergency protocol and your election
administrator’s Disaster and Contingency Plan.

« Have a list of emergency contacts handy.

» Refer to Election Disaster and Contingency
Plan Polling Place Relocation Checklist in
Election Judge Handbook.
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S Montana Election Judge Training
5

pecial Situations
 Electioneering

* No electioneering may occur within 100 feet of a polling
place entrance on Election Day.

 Establish your polling place’s 100 feet boundary as soon
as possible on Election Day.

* It may be necessary to request an individual to leave the
polling place if they have on any attire or buttons that

Indicate support/opposition to any candidate or ballot
Issue that is being voted on.

» See Election Judge Handbook for information about
polling place conduct.
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Special Situations
« Equipment Problems

» Make sure all equipment is set up and functioning
properly before the polls open.

* When time permits, check the equipment throughout
the day to ensure It is working correctly.

« If equipment does not seem to be operating
correctly, call the Election Office immediately.

101
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Special Situations

« Equipment Problems (cont)

« AutoMARK Problems

» See AutoMARK Troubleshooting Guide In
Election Judge Handbook.

* Note: Appropriate Election Judges should have
this Guide handy on Election Day.
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Special Situations
« Equipment Problems (cont)
« M100 Tabulator Problems

» See M100 Troubleshooting Guide In
Election Judge Handbook.

* Note: Appropriate Election Judges should
have this Guide handy on Election Day.
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Special Situations
* Write-Ins

A list of declared write-in candidates will be provided by
the election administrator.

 You should provide a copy of the list to an elector ONLY
If they request It.

* Your election administrator will advise you on the use of
labels for write-in candidates.

» Use of labels may vary depending on the type of
equipment (if any) used.

 An elector has the option to write in the name of a

candidate of choice, whether there is a qualified candidate
or not. 104
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 Write Ins
 Counting write-ins
o All write-ins are counted if there I1s no candidate

for that office, and if no one has filed a
“Declaration of Intent for Write-in Candidate”.

* No write-ins are counted if there Is a candidate on
the ballot, and no one has filed a “Declaration of
Intent for Write-in Candidate™.

 Write-ins are counted for any candidate who files
a “Declaration of Intent for Write-in Candidate”.

 See Election Judge Handbook section on counting
write-in votes for detailed instructions. 105
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Special Situations

« An Election Judge or Official should NOT

« If a Chief Election Judge, serve in a precinct where a
voting system is used unless the judge has:

* recelved the required instruction on the voting
system(s);

« |s fully qualified to perform duties in connection
with the system(s); and

* has received a certificate to that effect from the
election administrator.
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Special Situations
* An Election Judge or Officia

* deposit a ballot in the ballot
contain the official stamp un
agree that the missing stamp
judge error.

Montana Election Judge Training

should NOT
hoX that does not

ess the judges
IS due to election

* open or examine the folded ballot of an elector
before putting the ballot in the ballot box.

* look at any mark upon the ballot by the elector.
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Special Situations
« An Election Judge or Official should NOT

* allow an individual other than the elector to
be present at the marking of the ballot, unless
the elector Is disabled and chooses someone
to provide assistance.

* make a false statement in a certificate
regarding affirmation.

e turn away any voter from the polls.
108
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Special Situations
« An Election Judge or Official should NOT

« Express their opinions while in their official
capacity regarding any election subject.

* |f you do, you could be charged with official
misconduct or a misdemeanor.
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Summary

« CALL the Election Administrator for assistance with polling
place or tabulating issues.

 READ the Election Judge Handbook and the Uniform
\oting System Guide.

« REVIEW the polling place forms.
« HELP each voter through the process of casting a ballot.

DO NOT turn any voters away — the Help America
Vote Act ensures that every individual may cast a
regular or provisional ballot

110
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Montana Election Judge Training

9. ELECTION JUDGE
TRAINING QUIZ
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Montana Election Judge Training

Take the Montana Election Judge Quiz to
see how much you learned from the training
— the Quiz is printable with answers at the
end.

* The first section iIs True or False format.
* The second section is Multiple Choice format.

Good Luck!
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TRUE OR FALSE
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Montana Election Judge Training

Select the answer by clicking in the red box for your
selection.

1. Anyone who serves as an election judge must be trained
every year and receive a certificate from the election
administrator upon completion of the training.
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2. When voting using an AutoMARK, the ballot stub must
be on the ballot or the machine will not read the ballot.
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3. If a voter states that they cannot sign the precinct
register because of a disability, you should send them to
a provisional judge to vote a provisional ballot.
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4. Political buttons, t-shirts, etc. that show support or
opposition to any candidate on the ballot can be worn In
the polling place as long as it is not the candidate

themselves wearing one.
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5. During counting of ballots, anyone participating in the
count or observing the count must be sequestered In the
counting area until the polls close and everyone in line

by 8 p.m. has voted.

. True
. False
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6. Alist of declared write-in candidates must be posted at
each polling place.
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7. Avoter whose name does not appear in the precinct
register must be sent to the election office for late
registration.
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8. For aprimary election, the voter must tell you which
party ballot they want to vote, and you hand them that
ballot only.
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*

MULTIPLE CHOICE
QUESTIONS

*x
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1.  Avoter with a disability chooses to use the
AutoMARK to vote, but the AutoMARK
does not appear to be working. You should

. a.  Tell the voter they will have to vote their ballot with assistance from
election judges.

. b. Review the AutoMARK troubleshooting section in the Election Judge
Handbook. If that doesn’t help, call the election office to see if there is
spare Automark that can be quickly delivered to your polling place. If
not, give the voter the option to vote at another, close polling place, or to
go to the election office to vote on the Automark if there is no closer
polling place, or to vote with assistance from 2 election judges or from a
person of their choice.

. c. Send the voter to the provisional judge to vote a provisional ballot.
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2. A voter drops off an absentee ballot at a polling
place other than the one where they are
registered. You should

- a. Tell the voter they must take it to the correct precinct, or if you do not
catch the voter, reject the ballot.

. b. Remove the secrecy envelope from the signature envelope and drop
the secrecy envelope into the ballot box.

- c. Deliver the absentee ballot in the signature envelope to the election
office for signature verification. If all ballots are counted at the polls,
the election office will deliver the verified ballots to the appropriate
poll location for counting.
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3. Avoter shows photo ID, but the address on the
photo ID does not match the address in the precinct
register. You should

- a. Have the voter fill out a new registration application to
update their address, and send them to the correct precinct to

vote.
- b. Pay no attention to the address on the photo ID.

. c. Send the voter to the provisional judge to vote a provisional
ballot.

- d. Send the voter to the election office to late register at the
address on their photo ID.
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4. A voter at the polls states that they do not
have a photo ID, you should

- a. Send the voter to the provisional judge to vote a provisional
ballot.

- b. Do not provide a ballot to this voter until they bring in photo
ID.

- c. Ask the voter for an alternate form of non-photo ID that has
their name and current address, such as a voter confirmation
card, utility bill, paycheck stub or some other government
document. If they do not have a form of alternate ID,
provide them with the Polling Place Elector ID Form.
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5. A voter who 1s listed as “Inactive” 1n
the precinct register appears to vote.
You should

Send the voter to the provisional judge to vote a provisional
ballot.

Have them fill out a voter registration application if their
Information needs to be updated, and allow them to vote a
regular ballot.

. c. Send them to the election office to late register.
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6. A voter who is listed In the precinct register
as having been issued an absentee ballot
shows up to vote. You should

Bl o Askif their ballot was not received, lost or destroyed,
and if the answer is yes, let them vote a regular ballot.

- b. Call the election office, and if they indicate the
absentee ballot has not been returned or was
undeliverable, let them vote a regular ballot.

- c. Send the voter to the provisional judge to vote a
provisional ballot.
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/. Avoter indicates that they have made a
mistake on their ballot. You should

- a. Provide them with a sticker and instruct them to place the sticker
over the mistake and continue voting the ballot.

- b. Give them the option of correcting the ballot with a sticker, or
receiving a new ballot.

- c. Remove the ballot stub, mark the stub as spoiled, and place the
stub in the stub box. Have them mark their ballot as spoiled and
place it in an envelope for spoiled ballots. Place the spoiled ballot
envelope in the ballot box. Issue a new ballot after instructing the
poll book judge to log the spoiled ballot and reissued ballot in the

poll book.
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8. A voter wrote in the name of a declared
write-in candidate as demonstrated below.
This vote should be:

Q Stenve Johuwyone

- a. counted for the write-in candidate because the intent of
the voter Is clear.

. b. designated as an undervote because no oval was fillleglin.

B
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A voter has been challenged by a poll
watcher based on differing addresses listed In
the precinct register versus the postal address
list the poll watcher is using. You should

Send the voter to the provisional judge to vote a provisional
ballot.

Reject the challenge unless the voter confirms in writing that the
postal service address is the correct address.

Send the voter to the election office.

Approve the challenge and do not allow the voter to vote because
the postal service address list would probably be more updated
than the voter registration list.
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#1

e False — election judges must be trained every other year,
In the even year.
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#2

* False — the stub must be removed In order for the
Automark to read the ballot.
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#3

 False — a voter with a disability can make a mark in
the register or have a designated agent sign for
them. (You should note in the register that you
witnessed the elector making the mark.)
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 False — no political buttons, t-shirts, etc. can be worn
In the polling place or within 100 feet of any
entrance to a polling place by anyone.
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* True — those counting ballots, and those observing
may not leave the sequestered counting area until
all those in line by 8 p.m. have voted and the polls
are officially closed. Observers should not be
allowed to use any type of communication device
while the polls are open (in order to prevent
Information about how the results are going from
getting out while people are still voting).
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#6

 False - the list of declared write-in candidates can be
provided to a voter upon request, but cannot be posted In
the polling place.
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 False - you should first look to see if the person
appears in another precinct register, look to see if
they are somehow out of alphabetical order
(sometimes data entry mistakes can put a person out
of order) and if you still cannot find them, attempt to
verify with the election office that the voter was not
erroneously omitted due to registering with MVD or
another Agency. Only after a thorough investigation
should you send them to the election office.
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#3

« False — In a primary election a voter iIs provided all
party ballots, and in private can select which party
ballot to vote.
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b. The AutoMARK troublshooting section in the Election Judge
Handbook should first be reviewed. If that doesn’t help, you
should attempt to get a functioning AutoMARK delivered to
replace the one that is not working; if that is not possible, the
voter can be given the option to vote at another, close polling
place, or at the election office, on an AutoMARK, OR receive
assistance from 2 election judges or from a person of their choice
to mark their ballot.

click to go back to Quiz
( g Quiz) i
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H2

 C. Avoter must be allowed to drop off an absentee ballot at
any polling place, but the ballot must be sent to the election
office for signature verification and tabulation. If all ballots
are counted at the polls, the election office will deliver the
verified ballot to the appropriate polling place for counting.
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#3

 b. If the voter presents photo ID, you only verify that the
photo Is indeed the voter. The ID is for identification
only, not for verifying voter registration information.
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HL

« c. If the voter does not have one of the acceptable non-
photo ID forms, they can fill out the Polling Place Elector
ID form. You would then call the election office to have
them verify the ID number, and let the voter vote a
regular ballot upon verification of the number. If the ID
number is not verified by the election office, the ballot
will be provisional.
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* b. An inactive voter does not have to late register, they
reactivate by appearing to vote. If their address has
changed, they are allowed to vote one time at their
previous precinct.
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#6

c. Any voter listed in the register as “Absentee” must
vote a provisional ballot at the polls — no exceptions!
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c. Ensure that the privacy of the voter’s ballot 1s
not at risk by having the voter mark the ballot as
spoiled and place it in the envelope for spoiled
ballots. A voter must be provided with a

replacement ballot, stickers are not allowed to
correct ballots.
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#3

b. This Is an undervote — according to law
and uniform Rules, the name must be
written in AND the designated voting area
must be marked in for the write-in candidate
In order for the vote to be counted.

148

Montana Secretary of State Linda McCulloch



MONTANA

Montana Election Judge Training

#9

b. Achallenge based on a residential address
must fail unless the voter confirms in writing that
their address has changed. Even if they confirm
In writing that their address has changed, they
still may choose to vote one last time in their old
precinct.
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FINISHED!

Thanks for taking the time to
take the

Montana Election Judge sz.




